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INSTRUCTIONS RELATIVE TO HANDLING REPORTS OF INSPECTION AND SUMMARIES 
OF PERFORMANCE ON RANGE LANDS AND APPLICATIONS FOR PAYMENT ON 
RANGE LANDS UNDER THE 1938 RANGE CONSERVATION PROGRAM IN 
a ye THE NORTH CENTRAL REGION, aa 


PART I, GENERAL PLAN 


After Forms NCR-257, Reports of Inspection and Summaries of 
Performance on Range Lands, are completed in the county office, such 
forms will be transmitted to the State office where they will be’ checked 
for completeness and accuracy. Thereafter, Form NCR-259, Application 
for Payment on Range Lands, will be prepared for each ranching unit and 
the amount of payment due each applicant thereunder will be computed and 
entered thereon. NCR-259 will be prepared on the basis of the data shown 
on NCR-257. Applications for payment will then be transmitted to the 
county office. After applications for payment have been signed by the 
applicants and certified by the county committee they will be transmitted 
by the county office to the State office where they will be certified for 
payment if found to be regular in every respect. Forms which are found 
to be incomplete or incorrect will be returned to the county office for 
completion or correction, 


PART II, INSTRUCTIONS FOR PREPARATION OF LIST OF NAMES OF PERSONS 
ELIGIBLE TO EXECUTE AN APPLICATION FOR PAYMENT ON RANGE LANDS. 


In order that the State office may have a list of all persons 
eligible to execute an application for payment on range lands, an 
alphabetical list of the names of persons eligible to execute an applica- 
tion for payment on range lands must be prepared in the county office. 
Form NOR-222 with certain changes hereinafter set forth will be used in 
the preparation of this list and shall be prepared as soon as possible 
after the completion of Form NCR-255, Range Listing Sheet. 


Preparation of Card File. 


In order that the county office may have adequate records fron 
which to propare NOR-2eek, a card file must be prepared as hereinafter 
set forth, Clerical assistants in the county office shall prepare a 
3 x 5" card for each ranch operator who is eligible to execute an 
application for payment on range lands. Only those ranch operators whose 
ranches have been inspected and in connection with which Form NCR-c53, 
1938 Statement of Intentions and Designation of Range Building Practices, 
has been executed and filed in the county office prior to May Tyg Goss 
will be eligible to submit an application for payment on range lands. 


Pa ee 


For each ranching uhit/in connection with which an NCR-257 has been 
prepared, enter a check mark”*on NCR-255 to the left of the serial number 
for such ranching unit, For each ranching unit in connection with which 
Form NCR-253 was submitted by a ranch operator enter a check mark on 
NCR-255 to the left of the serial number for such ranching unit, unless 
a check mark has already been entered. When all Forms NCR~257 and 
all Forms NCR-253 have been checked against NCR-255, prepare a card 
for each ranch operator opposite whose name a check mark appears on 
NCR-255. Enter on such card the name of the ranch operator, the serial 
number of the ranching unit and the range inspector district number. 

All serial numbers should be preceded by the letter "R" and should be 
taken from NCR-255, When all cards for the county have been prepared 
arrange such cards in alphabetical order,..The card file prepared for 
persons eligible to execute applications for. payment. with respect. to ..- 
range land shall be maintained separate from that prepared for persons 
Be to execute es sane for payment: with Bao ° to. farm. lands. 


Preparation of Form NCRR222R,. 


An atone Foun: ‘NCR-222 shall be used for listing the names of. 
persons eligible to execute an application for payment on range lands. 
Such form shall be prepared in duplicate. Form NCR-222 shall be amended 
as follows: (1) Enter to the right of the form number the letter "R"; 

(2) delete from the title of the form the words "Only One Farm" and enter 
in lieu thereof the words "Range Lands"; and (3) delete the words "Town- 
ship Code and Farm" in the heading of column (c) and insert in liew there- 
of the words "Range Inspector District." 


Enter the State and county code, the name of the State, the name 
of the county, and the sheet number in the spaces provided at the top 
of the form, The number "1" shall be assigned to the first sheet of 
NCR-222R and subsequent sheets thercof shall be numbered consecutively. 


Using the card file as.a guide, enter in column (a) the serial 
number shown on the first card and entcr opposite such serial number in 
column (b) the name of the ranch operator. Enter in column (c) the 
range inspector district number shown on the card. Make no entrics in 
eolunn (a)e 


The original of NCR-222R must be transmitted to the State office 
either before or at the time the first transmittal of Forms NCR-257 is 
forwarded to the State office. The copy of NCR-222R shall be retained 
in the county office. has 


Wises 


Correction of Form NCR-222R, 


Peis So or corrections are: necessary after Forms NOR-222R have 
been forwarded to the Staté office, the State office shall be notified 
promptly of such.changes or additions in the manner hereinafter set forth. 


If it is found that one or more names were inadvertently omitted 
from NCR-222R, a supplomental sheet of NCR-222R listing such name or names 


et 


must be prepared. In such cases the word "Supplement" shall be typed 
above the title of the supplemental form. Otherwise the form shall be 
‘prepared in the regular manner. Sheet numbers shall be assigned in the 
same series as those used for regular Forms NCR-222k. For example, if 
the number of the last sheet of NCR-222R was "35" the first sheet of the 
supplemental NCR-222R shall be assigned the number "36", A memorandum 
indicating the reason for the inclusion of each name on the supplemental 
form must accompany such supplemental form when it is submitted to the 
State office. 


If it is determined that a person whose name was. istea on NCR-222R 
is not eligible to execute an application for payment. with respect to 
the ranch for which a serial number was listed on NCR-222R, the State 
office shall be advised of this fact by memorandum and requested to delete 
the name of such person and the serial number for such person from NCR- 
eceR. No supplemental NCR-222R should be prepared in such cases. 


If a person whose name was listed on NCR-222R dies and it is deter- 
mined that an administrator or executor or the heirs of the deceased are. 
eligible to execute an application for payment with respect to the ranch 
in which such person had an interest, the appropriate card in the card 
file shall be corrected to show the name of such administrator, executor 
or heirs. A memorandum setting forth the facts of the case shall be for- 
warded to the State office together with a request that the necessary 
substitutions of names be made on the NCR-222R on file in the State office, 
The memorandum must include the address of the administrator, executor, 
or heirs of the estate, as the case may be. No supplemental NCR-22cR 
should be prepared in such cases. 


If a person whose name was listed on NCR-222R is adjudged incompe- . 
tent or if a person whose name was listed on NOR-eceR as administrator, 
executor, trustee, guardian, committee, receiver, conservator, or other 
fiduciary who is discharged from his representative capacity, the card 
for such person shall be corrected and the State office shall be notified 
with respect to the correction to be made on NCR-22eR on file in the State 
office in a manner similar to that set forth in the preceding paragraph. 


PART III, INSTRUCTIONS FOR TRANSMITTING REPORTS OF INSPECTION AND 
SUMMARIES OF PERFORMANCE TO THE STATE OFFICE, 


The first transmittal of Forms NCR-257 shall consist of not less 
than 50 percent of the total number of Forms NCR-257 for the county. 
The number of subsequent transmittals which may be made shall be fixed 
by the State committee. 


When a sufficient number of Forms NOR-257 has been completed and 
checked and is ready for transmittal to the State office, an amended 
Form NCR-224 shall be used for listing the serial Nos. of Forms NCR-257, 
Such form shall bé prepared in triplicate. Form NCR-ce4 shall be amended 
as follows: (1) Enter to the right of the form number the letter "R"; 
and (2) enter immediately above the title of the form the word panel 
All data on NOR-224R shall be typed. 
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Enter. at the top of the form the State and county code, the name 
of the State, the name of the county, and the. sheet. number. The number 
NUN shail be assigned 0 tho first. sheet and subsequent. sheets thereof 
shall be numbered consecutively. . The sheets of NCR-224R. in a second or 
subsoquont transmittal shall be numbered beginning with the number next 
succecding the last shect number in the. previous transmittal, for: example, 
if thore were three shects in tho first trang mittal, the first sheet. in 
the second transmittal shall be assigned shect number 4. Enter in the- 
first space on the line beneath the name of the Statc the number of sheots 
of NCR-224 being transmitted; enter in the second space the number of the 
first sheet being transmitted; and enter in the third space the number 
of the last sheet being transmitted. For example, if sheets 11, 12, 13, 
and 14 are being transmitted, the line beneath. the name of the State 
shall read "number of sheets included in transmittal 4, numbered 11 to 
14, inclusive." 


Arrange the Forms NCR-257 which are ready for transmittal in range 
inspector district and serial No. order and list the range inspector dis- 
trict and serial Nos. in Section I of NCR-224R. Not more than 100 sorial 
Nose shall be listed on one sheet of NCR~224R,. If there are more than 50 
Forms NCR-257 for any range inspector district, the serial Nos. of such 
Forms NCR-257 should not be listed on the same sheet of NCR-224R with the 
serial Nos, of Forms NCR-257 for other range inspector districts unless 
the total number of Forms NCR-257 for two or more range inspector districts 
is not more than 100, in which case the serial Nos. for the Forms NCR-257 
for such range inspector districts may be listed on the same sheet of 
NCR-224R, For example, if there are ready for transmittal 100 Forns 
NCR-257 for range inspector district number 1, 125 for range inspector 
district number 2, 45 for range inspector district number 3, and 50 for 
range inspector district number 4, the serial Nos. for Forns NCR-257 for 
range inspector district number 1 should be listed on sheet number 1 of 
NCR-224R; approximately one-half of the serial Nos. of Forms NCR-257 for 
range inspector district number 2 should be listed on sheet nunber 2 of 
NOR-224R and the remainder on sheet nunber 3 of NCR-224R; and the serial 
Nose for Forms NCR~257 for range inspector district number 3 and the range 
inspector district number 4 should be listed on sheet number 4 of NCR-224R, 
Enter in the first space in the last line of Section I of each sheet of 
NCR-224R the total number of serial Nos, listed in such Section I. Make 
no further entries on NCR-224R. The originals of Forms NCR-257 and the 
Originals and first copies of Forms NCR-224R shall be forwarded to the 
State office. The second copies of WOR-224R and the copies of NCR-257 
ale be retained in the county office, 


In the event an error is found on Forms NCR-257 after such forms 
have been transmitted to the State office, the State office shall be 
notified of such error by means of a memorandum explaining the nature of 
the correction desired and the reason therefor. Reference shall be made 
to the range inspector district and serial Nos. of such Forms NCR-257 
and to the sheet number of NCR-224R on which the serial Nos. of such 
forms NCR-257 were listed in order that the incorrect NCR-257 may be 
readily located... If it is deemed advisable, corrected Forms NCR-257 may 
be submitted with the memorandum to replace the incorrect forms. 


a 
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Handling Suspended Reports of Inspection and Summaries of Performance. 


All data appearing on Forms NCR-257 will be caréfully checked in 
the State office. If an error in computation or an error in transferring 
data from NCR-255 to NCR-857 is found, the incorrect NCR-257 will be-re- 
turned to the county office for correction, Each correction made on NCR- 
ad a be initialed by the member of the county committee who signed 

eon. 


Forms NOR-257 which have been returned to the county office for 
correction shall not be listed on the same sheet of NOR-224R with Forms 
NCR-257 which are being’ transmitted to the State office for the first 
time. The word "Corrected" shall be entered above the title of NCR-224k 
to indicate that the Forms NCR-257 listed thereon have been previously 
transmitted to the State office. Otherwise, the form shall be prepared 
in the regular manner. Sheet numbers shall be assigned in the same serics 
as that used for regular Forms NCR-224R, Insofar as practicable all Forms 
NCR-257 which were returned to the county office for correction shall be 
returned to the State office at the same time. If a now Form NCR-257 is 
prepared to replace a Form NCR-257 which was returned to the county office 
for correction, both forms shall be forwarded to the State office. At 
the same time there shall be entored on the incorrect Form NCR-257 the 
words "Replaced by corrected Form NCR-257", 


PART IV, INSTRUCTIONS FOR HANDLING RANGE APPLICATIONS RECEIVED 
FROM THE STATE OFFICE, 


After applications for payment have been prepared in’the State 
office and the amounts of payment to be made thereunder have been com- 
puted and entered thereon, the originals and two copics of such applications 
for payment will be transmitted to the county office for the’ siensturos of 
applicants and the certification of the county committee. Such applications 
for payment will “be accompanicd by Form NCR-229R, "Transmittal Shect for 
Range Applications for Payment" on which will be listed the serial Nos. of 
such applications for payment. ~The serial Nos. listed on NCR-229R and the 
serial Nos. on the applications for payment shall be checked to determine 
that all applications for payment, the serial Nos. of which are listed on 
NCR-229R, are present and that the serial. Nos. of all applications for 
payment which are present are listed on NCR-2c9R. The State office shall 
be advised by memorandum of any discrepancies which are found. 


The original of the application for payment shall be returned to 
the State office after it has been signed by the applicant and certified 
by a member of the county committee; one copy shall be retained in the 
county office; and the other copy shall be delivered to the applicant. 


Community meetings shall be held where practicable for the purpose 
of obtaining signatures on applications for payment. The notices of such 
meetings should emphasize the fact that it is not contemplated that any 
adjustments in basic data will be pormitted after the applications for 
payment are signed and that the applicants should come prepared to check 
the ‘accuracy of the data appearing on their application for payment. 


Sty see 
Applications for payment which are not signed at community meetings and 
which are mailed to applicants for signatures must be accompanied by a 


lettcr containing the following; . 


Mr. sad ; | 


Dear Cooperator: 


Enclose herewith are the original and two copies of your proposed 
application for payment under the 1938 Range Conservation Program covering 
the ranching unit in this county in which you have an interest. 


Before signing this application for payment. you should carefully 
examine the data-shown thereon. If you have evidence showing that the 
payment or other data shown on your application for payment are not cor- 
‘rect, please forward such evidence to this office immediately, in order 
that any necessary corrections may be made before you sign the application 
for payment. It is not contemplated that any claims for change in basic 
data will be allowed after the application for payment is signed. 


Please sign all three copies of the application for payment in ink 
or indelible pencil in the space indicated by a check mark Co ); enter 
the date of signing-and return the original and one copy to 


Nis ; Chairman, County Agri- 
cultural Conservation Association, hl ’ : ° 


In signing your name please usc the same spelling as that in the 
printed name unless your name as printed has been incorrectly spelled, in 
which case you should sign your name correctly and advise this office of 
the error in your printed name. If your printed name includes a middle 
initial, full. middle namc, no middic ititial, or no middle name, your 
writton signature should include a middle initial, middle name, no middle 
initial, or no middle name, as tho case may be. If your correct addrosa as 
not shown on the application for payment, notify this office of your correct © 
address at the time your signed application for paymont is returned to 
this office. 


Do not make any change in any figures, in your printed nanc, or im 
your address as shown on the application for payment, as any such change 
may delay your paynient. 


The payment computed for your participation in the 1938 Range Con- 
servation Progran in this county is shown in Section I11, Line LO or 
NCR-259. 


Very truly yours, 


? 
Chairnan, County 
Agricultural Conservation Association 


Es 


SO 


Be Pane 


After applications for payment have been properly signed they shall 
be certified by a member of the county ¢ommittes who shall sign in Section 
V of NCR-259. Such signatures shall $o in ink or indolible poner... 


If it is noted that a correction has been made in any entry on NCR- 
259, such correction shall be -initialed by the member of the county Com- 
mittee who cortified the application for payment. 


If it is determined that ‘there is an error in the printed name or 
address of the applicant as shown on the application forspayment, the necos- 
Sary corrections shall be made. Such corrections shall be initialed in 
the manner indicated above. , 


Insofar as practicable all applications for payment which are 
received from the State office in the same transmittal shall be returned 
to the State office, at the same timc. When applications for payment 
have been signed by tho applicants and certified by a member of tho county 
committec, an amended Form NCR-230 shall be prepared in triplicate. Forn 
NCR-230 shall be emendeod as follows: (1) Enter to the right of the forn 
nunber the letter "R"; and (2) enter immediately abovo the title of such 
form the word "Range." All data on NCR-230R shall be typed. 


Enter at the top of the form the State and county code, the name 
of the State, the name of the county, and the sheet number. ‘Tho nunber 
"1" shall be assigned to the first sheet and subsequent shects theroof 
shall be numbered consecutively. The shocts of NCR-230R in a sécond or 
subsequent transmittal shall be numbered beginning with the number next 
succeeding the last sheet number in the provious transnittal. For ex- 


-_—Hiple, if there wore three sheets in the first transnittal, the first 


poeet in the second transmittal shall be assigned sheet No. 4. Enter in 
the first spacc on the lino beneath the nane of the State the number of 
Sheets of NCR-230R being transmitted; enter in the second space the 
nunber of the first sheet boing transmitted; and enter in the third space 
the munber of the last shect being transmitted. For-oxample, if sheets 
Oyo, 2nd 7.are being transnitted,.the line beneath, the name of the State 
shall read "Number of sheets included in tho transnittal 3, numbered 5 
tom, anelusive. a An yee = 


Arrange the applications for paynent which are ready for trans- 
mittal in serial number order and list the serial numbers thereof in 
Section I of NCR-230R. Enter in the space in the last line of Section I 
of each sheet of NCR-230R the total number of serial numbers listed in 
such Section I. Not more than 50 applications for payment shall be list- 
ed on one sheet of NCR-230R. Make no further entries on NCR-230R. 


When NCR-230R has been completed and checked, the originals of the 
applications for payment, together with the originals and first copies of 
NCR-230R shall be forwarded to the State office. The second copy of NCR- 
230R and a copy -of each application for payment shall be retained in the 
county office. 


Handling Suspended Applications for Payment. 


epolie 


All applications for payment will bo checked upon their 2 
the State office. If it is found that an crror has been made, | 
rection has not been proverly initialed, or a Signature has bee! 
or improperly affized, the application: for payment will ‘be sus 
returncd to the covnty office for correction, - A memoraridum ‘ind 
the nature of the error will accompany the suspended applicatio 
payment. Corrections shall be initialed in the manncr eee 


Applications for pyaynont Pee ee yk $o. the 
office for correction must not be listed on tho same sheot of ¥ za] 
applications for payment which a are ‘being transmitted: ‘to -the State o 
for the fires time, . ie word "Gorrd ected" shalt be ontered abov 
of NCR-220R to indicate that the’ applicatisns’ ‘for piymont. liste 
have beon previously transmitted to the State office, Otherwise 
shall be preparcd in the regular manner. Shoct numbors shall be 
in the sane series as that usod ‘for’ ‘posular applications for payn 
Insofar as practicable, all applica ations for paynent which were roti 
to tho county office for corrections sanll a ae 106 to tho Sta 


oe tho same time. 


PART V. INSTRUCTIONS FOR WATLING SUCMARIES OF PERFORCANCE, 
APPLICATIONS FOR PAYMENT, AND RELATED FORMS, 


If the forns to be mailed weigh less than 4 pounds, such forne 
be sont by the United States Postal Service without charge if itis. 
dicated on the package that the Govornnent £Pox: nailing priviloge 
uscd. If the forms to be naile ad weigh | 4? pounds: or'nore, they sa wal 
sent by parcel post in which case the postage shall bo prepaid. ; 
which are boing neiled to applicants nay be nailed: without charge 
envelopes of the Agricultural’ Adjustnent Adninistration, Hotvrevor, 
no circunstances shall envelopes of ‘the Agricultural : Adjustn nont A Li 
istration bo sont to applicants for the re oturn ‘OF Bese forms. 


PART VI, INSTRUCTIONS FOR HAMDLTNG CASES INVOLYING UNDELIVERED — 
CHECKS, LOST CHECKS, DECEASED OR INCOMPETENT APPLICANTS, a 
ADJUSHMENTS ei ns te 


Sco Part VI of NOR-223. 
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